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���� Detailed Reporting in Autodesk® FMDesktop™  
Jon Luby –  IMAGINiT Technologies 

 FM304-1  

 With the help of the Autodesk FMDesktop software suite, this class will delve into the reporting capabilities 
within Facility Manager. Utilizing Drawing Queries, Facility Reporting, and Dynamic Reports, we’ll showcase 
how to retrieve, filter, and customize reporting requirements. 

About the Speaker: 
Jon is a project manager in facilities management with IMAGINiT. With nearly 16 years of experience in 
Autodesk software and 7 in facilities management, he provides practical business solutions to meet the needs 
of this ever-changing profession. Jon has provided Autodesk FMDesktop solutions to organizations of all 
sizes in a variety of industries, including property management, education, health care, and insurance. Jon 
has a Bachelor of Science degree in Engineering Analysis from Clemson University in Clemson, South 
Carolina. 

email:  jluby@rand.com 
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Overview 
 

This course is designed to work with the extensive reporting capabilities within the FMDesktop product 
structure.  Ad-hoc, Facility, Dynamic Hatching, On-line, and Custom Reports will all be discussed in the 
90 minute session. 

 

Reporting From the Drawing Window 
 

Within the drawing window, there are a couple of different data selection options.  While these may 
appear simplistic, they can provide flexibility and rapid response.  Often times, they are completely 
overlooked. 

Manual Report from the Drawing Window 
1. Select a Group of Spaces.   

 

Note:   

To select more than one space, hold down the 
<ctrl>  key and select the additional spaces. 
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2. Right Click somewhere within the drawing 
window.  The Design Review Options will 
appear. 

 

3. Select the Select Hatch  option to pull up the 
Select Hatch dialog box. 

4. Choose a Color  and Hatch Pattern  and 
select OK. 

Note:   

The selected hatch pattern may make it difficult 
to read the labels, so be sure to select a color 
and pattern compatible with your labels. 

 

 

5. The hatch will appear on the labels but may 
not look correct at this stage. 
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6. Select an area in white space (within the 
drawing window) to clear the actual selection 
(the default green highlighting of the spaces 
when they are selected) so that the hatch 
pattern appears clear and crisp. 

Note: 

If you do not clear the space selection, the hatch 
color and pattern will bleed into the green default 
selection. 

 

 

7. Select the Ad Hoc Reports  command from 
the Data Tools group. 

 

 

8. Select the Selected Spaces with Drawing  
option in the Ad Hoc Reports dialog box. 

 

9. Select the Legend  tab. 

10. Click the checkmark  to include the legend (if 
desired) and supply some Legend Text . 

 

11. Switch back to the Reports  tab and select the 
Print Preview  icon. 
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The report should be displayed and can be printed 
from this screen if desired. 

 

 

From here, you can Print to a PDF File (if you have 
a PDF printer software) or to a printer with the Print 
icon . 
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Emailing Reports 
1. If you wish to send to a recipient using 

email, you do so by selecting the Send 
icon . 

 

2. If selecting to send an email, you will receive 
the Send dialog box.  For the most accurate 
depiction, select the Snapshot Format and 
select OK. 

Note: 

Format  Good For  

Rich Text Format ·  Non-graphical 
reports 

·  For opening in 
Word 

Excel 97-2003 ·  Tabular Reports 

·  Older version of 
Excel 

Text Files ·  Probably 
inappropriate for 
most FMDesktop 
reports 

HTML ·  Really only work 
well with tabular 
reports 

Snapshot Format ·  Most accurate 
depiction of reports 

·  Requires Snapshot 
Viewer 
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3. Your email client will open with an 
attachment with an .snp  extension .  The 
.snp  is for the snapshot format. 

Note: 

The Snapshot Format requires a snapshot 
viewer to open and view the file. 

You may want to include some details on 
opening and viewing the file as shown below. 

 

 

The snapshot viewer is a Microsoft application 
that is built into Microsoft Office.  If the recipient 
has a legal, functioning copy of Microsoft Office, 
attempting to open the file will prompt the user to 
install the Snapshot Viewer (a free Microsoft 
viewer for Access Reports). 

If, however, you would like to make sure the end 
user has the appropriate viewer, you may want to 
point them to this location:   

http://support.microsoft.com/kb/175274 

System Requirements for the Snapshot Viewer: 

Supported Operating Systems:  

·  Windows 2000 

·  Windows 95 

·  Windows 98 

·  Windows ME 

·  Windows NT 

·  Windows XP 

This download works with the following Office 
applications: 

·  Microsoft Office Access 2007  

·  Microsoft Office Access 2003  

·  Microsoft Access 2002  

·  Microsoft Access 2000  

·  Microsoft Access 97  

 

http://support.microsoft.com/kb/175274
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The recipient can then open the file in the viewer. 

 

 

Saving an On-Line Report 
An on-line report is a way to save the current 
report for future viewing in Facility Manager and 
for publication (if desired) to a Facility Web Site 
with Facility Web. 

 

1. In the Ad Hoc Reports dialog box enter a 
name for this report and then select the 
Save On-Line Report  icon.  

An outputting screen may appear briefly denoting 
that the report is being written out and stored in 
the system for future viewing. 

 

2. To view the saved on-line report, close out 
of the Ad Hoc Reports dialog box and close 
or minimize the Facility Manager drawing 
window. 

3. Select the On-Line Reports  option from the 
Actions tab. 
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4. In the On-Line Reports dialog box, select 
the saved report from the list to view the 
Snapshot view of the report. 

 

 

Publishing an On-Line Report with Facility Web 
1. To publish the saved On-Line Report within 

the Facility Web Publishing Wizard, perform 
you usual web publishing actions and 
proceed to the Navigation  section.  

2. Choose the On-Line Reports  tab and select 
the report saved in the steps above. 

3. Continue on through the publishing of the 
Facility Web Site.    

The report will now be available on the Reports  
tab under the Global Reports  section. 
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Querying a Drawing and Highlighting Spaces 
 

When attempting to report upon specific pieces of information in the FMDesktop drawing, 
selecting individual spaces is only one method.  A far more powerful solution is to query the 
drawing and highlight the spaces as desired based upon specific criteria. 

Textual Queries 
1. In the drawing window, select Query 

Drawing  from the Data Tools  menu. 
 

2. On the Spaces  tab, select somewhere in 
the Field Name  white space.  A drop down 
list will appear (these are the fields available 
for searching). 

3. Select Description . 

 

4. In the Operator  field, select =. 

 

5. In the Value field, select Office .  

 

6. Select the Select Hatch  button to pull up 
the Select Hatch  dialog box. 
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7. Select a Color  and Pattern and then select 
OK.  This will be used to highlight all of the 
spaces whose descriptions are Office. 

 

8. Select the Run Query  icon to highlight the 
spaces that meet your criteria in the 
drawing.  

The spaces will be highlighted. 

 

9. With the rest of the query still in tact, modify 
the Operator  in the Query Drawing dialog 
box to show <>. 
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10. Change the Color  and Pattern  for all 
spaces that are not Offices with the Select 
Hatch  button. 

 

11. Again click the Run Query  icon.  Leave the 
Clear Previous  check mark toggled OFF. 

 

 

The results of both queries will appear on the 
drawing file. 

Note: 

If you have more than one query that matches 
special data, the last query will show the 
resultant hatch pattern. 

 

 

 

12. You can now generate an Ad-Hoc Report  
as previously shown. 

 

 

Mathematical Queries 
1. In the drawing window, select Query 

Drawing  from the Data Tools  menu. 
 

2. Select the Clear Query Text  icon to build a 
new query. 

 



FM304-1  Detailed Reporting in Autodesk® FMDesktopTM 
 
  
 
 

Page 15 of 49 

3. Select Square Feet  as the Field Name . 

4. Select < as the Operator . 

5. Enter 100 as the Value. 

6. Provide a Color and Hatch Pattern . 

7. Toggle ON the Clear Previous  option. 

 

The results will be displayed in the drawing. 

 

Continue building additional mathematical 
queries on this drawing file with the following: 

8. Select >= as the Operator  

9. Enter 100 as the Value 

10. Enter AND as the additional Operator . 

11. Enter Square Feet  as the 2nd line Field 
Name. 

12. Enter <= as the Operator  

13. Enter 300 as the Value 

14. Select a different Hatch Pattern  and Color  

15. Clear the Clear Previous  option. 
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16. Click the Run Query icon. 

  

 

Build one more set of mathematical conditions as 
shown below: 

17. Select the Clear Query Text  icon. 

18. Select > as the Operator  

19. Enter 300 as the Value 

20. Select a different Hatch Pattern  and Color . 

21. Ensure that the Clear Previous  option is 
toggled OFF. 

 

 

 

22. Click the Run Query  icon. 
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23. You can now generate an Ad-Hoc Report  
as previously shown. 

 

 

Advanced Drawing Space Queries with Wildcard Charac ters 
While it is certainly easy to select spaces and even perform simple queries for data that appears in the 
dropdown lists, it is more powerful to perform LIKE operations that can include wildcard characters. 

Simple LIKE Operators 
1. If there are spaces highlighted in the 

drawing window, just re-open that particular 
drawing file to clear all of the highlighting. 

2. In the drawing window, select Query 
Drawing  from the Data Tools  menu. 

 

3. If there is currently a query in the list, select 
the Clear Query Text  icon. 

 



FM304-1  Detailed Reporting in Autodesk® FMDesktopTM 
 
  
 
 

Page 18 of 49 

 

Build a query using the following: 

4. Field Name  of Space Use  

5. Operator  of Like  

6. Value of *closet*  to find all of our closet 
spaces (in this example, we have a 
Communication closet and a Janitor closet). 

Note: 

The wildcard character is the *.  That 
essentially means that the search should find 
all Space Usage  items that begin and end with 
ANYTHING but have the word closet 
somewhere in the value. 

 

7. Select a Hatch Pattern  and Color  

8. Check ON the Clear Previous  option if you 
have spaces currently highlighted in the 
drawing. 

 

9. Click the Run Query  icon. 

 

The spaces should be highlighted. 
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Finding Null Values 
Finding null values is considerably more difficult than finding items that appear in a list.  To do this, we 
need to have some basic understanding of the back end database structure and some proper formatting 
of query building with SQL.  In this set of examples, I’ll try to give some insight into the SQL approach. 

1. If there are spaces highlighted in the 
drawing window, just re-open that particular 
drawing file to clear all of the highlighting.   

2. In the drawing window, select Query 
Drawing  from the Data Tools  menu. 

 

Build the following Query: 

3. Field Name  of Space Use  

4. Operator  of = 

5. Value of  

'OR ((GroupName) Is Null) OR GroupName =' 

6. Select a Hatch Pattern and Color   

Note: 

In the back end tables, the tblAsset  table uses 
an actual Field Name  called GroupName  for 
the Space Use  data. 
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By putting the Value as a more detailed query, we can begin to unlock the information just as though we 
were performing SQL queries in the back end (with Access) or middleware (with SQL or Oracle) 
database. 

So, to ensure we get our fully desired values, we first put the entire search value in a couple of single 
quotes (‘). 

Next, we create an OR operator because we haven’t selected anything in the list.  The Query Drawing 
builder has a default SQL string that it is using to build its own Query, so we are appending to that.  We 
use an OR operator because we want any of the following conditions. 

We then want some parentheses around the actual field name and then around each of our operations.  
In our case above, we are searching for the Space Use being null.  That is this part of the value: 

((GroupName) Is Null) 

Because the application (in the back end) is building the query to look something like this: 

SELECT * from tblAsset where DrawingName = ‘FACILIT Y 1-FM’ AND GroupName = ‘’ 

We need to append to that.  So, we build in our OR operator and the value that we are searching for.  A 
null value is a blank value in the system.  It is not the same as a value of a single space. 

7. Click the Run Query  icon. 

 

The spaces will highlight that fit the criteria of no 
space use. 

 

Again, you can then run the Ad-Hoc Reports  
command to print out a detailed report.  
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Facility Reports 
 

Obviously, working with one drawing is nice, but often times it is necessary to incorporate more 
sophisticated reports across multiple drawings.  We’ll review several of those options in the Facilities 
Reports section 

Tabular Reports without Parameters 
 

Before delving into additional functionality in the reporting, it is important to have a basic understanding of 
how the reports are grouped and selected. 

1. If you have the drawing window open, go 
ahead and close it.  We’ll be working in the 
Main Menu screens for these reporting 
options. 

 

2. On the Actions  tab, select Facility 
Reports .  

3. In the Facility Reports  dialog box, select 
Equipment  from the Group  and 
Equipment  List  from the Report . 

Note: 

The Select Group  section simply groups the 
list of reports so that you don’t have to scroll 
through the entire list of reports to find the one 
for your needs.  To see all of the reports, 
select the All  group. 

 
 

4. Click on the Print Preview  icon just as 
performed in the earlier sections to view the 
report.  
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The report should display and can be paged 
through by selecting the next page options 

 

 

 

Tabular Reports with Parameters 
 

Once you are familiar with selecting reports, you can now look for reports that offer more input.  Some 
reports allow you to enter parameters such as dates to report upon only those items that meet the 
selected date range. 

1. In the Facility Reports  dialog box, select 
Completed Work Requests  from the 
Group  and then Completed Work Request 
Summary  from the Report . 
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2. Select the Date picker at the bottom of the 
dialog box.  

3. In the Date Selection dialog box, select the 
This Year to Date option. 

You should see the From and to dates change to 
reflect the 1st of this year to today’s current date. 

Note: 

The Period  and Fiscal Year  options simply 
changes the number of date ranges available 
in the list (similar approach to the Groups of 
reports). 

Toggling on the Last Year  option will display a 
list of reports available for last year.   

 
 

4. Select OK and then choose the Print 
Preview  option.   

The report will display showing the items that fit 
within that date range. 

Note: 

For the most part, the only reports that I’ve 
found that take into account the date are those 
for Work Orders .  
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Graphical Reports without Parameters 
Since the reason that you are likely utilizing Facility Manager in the first place is to obtain graphical 
reports, the next logical step is to get familiar with those reporting options. 

1. In the Facility Reports window, select 
Drawings  from the Group  and Space 
Assignment by Cost Center  in the Report . 

 

2. Click on the Print Preview  icon to see the 
graphical report for the entire Facility.   

Again, these will be multi-paged reports for most 
organizations (those with more than one floor 
plan). 

Note: 

It is important to note that the Graphical 
Facility Reports will utilize the Space Label 
specified in the drawing window for that client 
(the machine running the report).  In some 
cases, you may want to create a blank label 
style so that no labeling displays. 

 

 

The hatch patterns are derived from the hatch 
pattern applied for that Cost Center  within the 
Cost Center  dialog.   

3. To modify the hatch patterns, navigate to 
the Administration  tab and select the Cost 
Center  command. 
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4. Select the Hatch tab for the selected Cost 
Center . 

5. Select the Select Hatch  button to select a 
new hatch pattern for the Cost Center  
shown in the top part of the dialog box (blue 
bar). 

 

 

Graphical Reports with Filters 
Occasionally, you will want to get a specific report that is only generated for a specific building or series of 
buildings.  In those cases, it doesn’t make sense to generate a report for an entire facility when you really 
only need a portion of the facility.  To do this, we utilize the Filters options within the Facility Reports. 

1. In the Facility Reports window, select 
Drawings  from the Group  and Space 
Assignment by Cost Center  in the Report . 

 

2. Click on the Filters  tab. 
 

3. In the Filters tab, we must first create a 
container for our filter.  So, click on the New 
Filter  icon.  
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4. Because we will generate a Filter for this 
report to just show the Space Assignment 
by Cost Center for the Administrative 
Building, enter Admin Building  in the New 
Filter  dialog box and then select OK. 

This simply gives a place for us to build queries 
for the data we want to report upon. 

 

5. Select the Admin Building  filter in the list to 
start building the query for that particular 
filter.  

Build the Query as shown: 

6. Field Name  of Building  

7. Operator  of = 

8. Value of Administration  

Note: 

Take note of the Filter Type .  For this report, 
this filter type is Cost Center .  You’ll see how 
these are used later on to control custom 
reports. 

 

 

9. Click on the Print Preview icon.   

 

The report should display showing only the floor 
plans that meet that criteria.   
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If you wish for that report filter to become the 
default report (in other words, when you run this 
report, it will, by default, show only the Admin 
building), click on the Set Default  command. 

Then, select Yes at the Delete dialog box. 
 

 

 

Batch Reporting 
At the end of a month, quarter, or year, you may have a group of reports that need to be run at one time.  
Instead of setting up your reports to run one at a time, you can generate a batch to run a grouping of 
reports all at one time.  This also provides the added benefit of applying certain filters as you wish as well. 

1. In the Facility Reports dialog box, select the 
Batch  tab.  

2. Enter Quarterly Reports  as the Batch 
Name when the New Batch  dialog box 
appears. 

 

The Facility Reports  dialog will now appear 
similar to that at the right. 
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3. Select a few of the Available Reports by 
single clicking (no need to hold down the 
<ctrl> key) a few reports. 

 

4. Click on the Add Selected Reports  icon to 
add those reports to this named batch.  

The reports will now be part of that batch. 

 

5. Each report will have a default Filter (as 
discussed in the Graphical Reports with  
Filters  section.  You can select a different 
filter to utilize if desired by selecting the drop 
down list in the Filter field for that report. 

 

To remove a report from the batch, select the 
Remove Selected Reports  icon.  

6. Click the Print Preview  icon to run the bath 
of reports. 
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The series of reports will be generated. 

 

 

Report Aliasing 
In many cases, organizations utilize differing terminology.  The FMDesktop system can accommodate 
those changes in terminology.  When terminology is changed using Field Alias  values, you may also 
want to change the report name to match. 

1. Start out by changing a Field Alias.  Select 
the Field Alias  icon from the System 
Setting  tab. 

 

2. Change the Field Alias  for the Cost 
Centers  (plural) and Cost Center  (singular) 
to Departments  and Department  
respectively. 
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3. Note the change in terminology throughout 
the system by selecting the Administration  
tab. 

 

4. If we look at the reports, however, they still 
show the names using the original Cost 
Center value. 

 

5. Select the Report Aliases  icon from the 
System Settings  tab.  

6. Modify the Report Name in the Report Alias 
field.  In this case, we would change all 
report names that include Cost Center  to 
Department . 

Note: 

This will NOT change the terminology used 
within a report.  This will simply change the 
name of the report. 

  

 



FM304-1  Detailed Reporting in Autodesk® FMDesktopTM 
 
  
 
 

Page 31 of 49 

The Facility Report  will now have the Alias  
shown based upon your modifications. 

 

 

Take note that despite the Alias  change, you will 
still see references to the name of the actual 
report as is shown at the right. 

 

The labels within the reports should, however, 
adhere to the new naming convention from the 
Aliasing . 

 

 

Changing the Report Icon 
Most of the reports have a logo that is visible at the top of the report.  Some have the additional logo at 
the bottom of the report.  Without the proper sizing of those logos, your reports will not appear clearly.  In 
some cases, with some corporate logos, the size makes it difficult to distinguish the logo; in those cases, 
you may need to actually modify the report itself. 

To change the default upper logo, you’ll need to 
first have a logo that is 30 pixels x 30 pixels .  
Any larger than that and there will be scaling 
issues and the report won’t look correct (without 
customizing the actual report file). 

1. Select Organization  from the Facilities  tab. 

 

2. Select the Logo  tab in the Organization  
dialog box.  

3. Select the Get Image  button. 
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4. Browse out and select the logo for the 
reports.  Again, this is the 30 pixel x 30 
pixel  logo for the top of the report.  A BMP 
or JPG file seems to work the best here. 

Note: 

In case you are wondering where the logo for 
the sample data (in the Access version) is 
stored, the default file and path are: 

C:\Program Files\FMDesktop\Facility Manager 
7.1 - Access\Sample 
Data\Graphics\WebDefaultUpperLogo.bmp  

 

 

5. Close the Organization  dialog boxes and 
run any of the reports with the top logo 
again to see this modification. 

 

6. If you publish with Facility Web, many of the 
reports will have a lower logo as well.  This 
logo has a size of 138 pixels x 25 pixels  by 
default.  To use your own logo there, 
replace the WebDefaultLowerLogo.bmp with 
your own corporate logo. 

Note: 

The default location for this file and path are: 

C:\Program Files\FMDesktop\Facility Manager 
7.1 - Access\Sample 
Data\Graphics\WebDefaultLowerLogo.bmp 
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Dynamic Hatching 
With all of the options in the existing reports, it may take a while before you fully realize the capabilities 
within other areas of reporting.  One such powerful tool is that of Dynamic Hatching.  While this approach 
takes a little bit of setup, it can be extremely beneficial in querying across multiple drawings to produce 
exactly the type of data that you desire. 

1. Select the Dynamic Hatching  icon from the 
Actions  tab.  

2. Select the New Batch icon in the Dynamic 
Hatching  dialog box to create a new 
placeholder for the multiple queries that we 
will add in the next steps. 

 

3. Enter Capacity  as the Batch Name  in the 
New Batch  dialog box and select OK. 

 

4. Select the Builder  tab. 
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5. Utilizing a naming convention to group our 
queries together (in this case, we are going 
to see them all start with the word Capacity), 
enter a Query Name  of Capacity – At 
Capacity . 

6. Enter a Legend Text  of At Capacity  (this is 
what will actually show in the report legend). 

7. Choose Capacity (At)  in the Field Name  

8. Choose = as the Operator  

9. Choose True as the value  

10. Select a Hatch  Pattern  and Color  

 

11. Choose the New Query  icon to generate a 
couple more queries as shown below and 
applying differing colors and patterns for 
each query. 

 

Query Name  Legend Text  Field Name  Operator  Value 
Capacity – Over Capacity Over Capacity Capacity (Above) = True 

Capacity – Under Capacity Under Capacity Capacity (Below) = True 
 
12. When finished, select the Batches  tab. 

 

13. Make sure that the Capacity  batch is 
highlighted and select the Add  button. 
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14. Select the 3 Queries that were built in the 
prior steps and select the OK button. 

 

The batch should now display the queries that 
are part of that batch. 

Note: 

To remove a query from a particular batch, 
select the Remove button. 

If a query name needs to change, you will 
want to first remove the query from any 
batches, then change the name, then re-add 
that query. 

 

 

15. There are several report views available out 
of the box with the software.  Test out each 
one to see which works best for your 
desired output.  Click the Print Preview icon 
to display the custom dynamic hatching 
report. 
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16. The report should appear in one of the 4 
selected options at the right. 

 

Batch reporting is a great tool for items such as 
Space Use Reports, Vacancy Reports for specific 
areas, etc.  There are, however, a limited number 
(33 of them + all Space User Definable Fields) of 
fields upon which you can query.   

 

 
Dynamic Plan View 1 

 

 

Dynamic Plan View 2 

 

 

Dynamic Plan View 3 
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Dynamic Plan View Finish Detail by Space 

 

Customizing Reports 
On occasion, the reports within FMDesktop and the dynamic hatching reports won’t give you what you 
are fully looking for.  In that case, you must generate some customized reports.   

 

Adding & Removing Reports 
 

There are a number of ways to customize reports.  But, to fully understand these concepts, you’ll first 
need to be familiar with how we add and remove reports from the system. 

1. Select the Facility Reports  icon from the 
Actions  tab.  
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2. Prior to removing a report, ensure that the 
report is not utilized in any batch processes 
and that you have written down the 
description of the report.  The description 
will be deleted in the remove process. 

Note: 

When removing a report, the Description  of 
the Report, the Group  where the report 
resides, Filter Type  and Filters  will all be 
removed .  You may want to first investigate 
those items prior to deleting a report. 

 

 

 

3. Reports within the system dialog boxes are 
retrieved from the tblReport  table.  In this 
table are the Report Names , Alias , 
Description , Group , Filter Type , and 
Filters  available.  Make a note of these if 
you plan on retrieving this report at a later 
time for inclusion in the FMDesktop system 
again. 

 

4. Select the Categories  Report and then 
select Remove to remove that report from 
the list. 

Note: 

This does not remove the report from the 
database; just from the list. 

 

 

 

 

After clicking the Remove  icon, you will receive a 
warning dialog box informing you that you should 
be sure to remove the report from any Batch  
processes that you have set up.   

5. After verifying that this report is not utilized 
within any batch processes, select Yes to 
continue and remove the report. 
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6. After selecting yes at the previous warning, 
one additional warning will appear stating 
that you will lose the description of the 
report if you continue. 

7. Select Yes after insuring that you have 
written down the description. 

 

 

The report will no longer be listed in the Facility 
Reports .  The report will also be removed from 
the tblReport  table. 

 

The report does still, however, exist in the 
database; it simply is no longer available through 
the interface. 
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What Makes up a Report? 
Before we go and add a report to the system, we must first understand the elements of a report.  In 
FMDesktop, the reports are written in Microsoft Access.  As you may be aware, there are 2-3 different 
databases being used within FMDesktop.  If you work in a Microsoft Access back end environment, you 
will have 2 databases (Application Database and Back End Database).  If you work in SQL Server or 
Oracle back end systems, you will have 3 databases (Application Database, Middleware Database, and 
Back End Database).  The Reports are in the Application Database (front end application). 

Reports Location in Access Environment 

 

REPORTS ARE HERE 

APPLICATION DATABASE 
 

c:\Program Files\FMDesktop\Facility Manager 

 

 

BACK END DATABASE  
(HOUSES ALL DATA) 

 
Can be placed locally or on a network drive 
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Reports Location in SQL or Oracle Environment 

 

Understanding the components of a Report (in Design  View) 
1. Ensure that you have Access 2003 on your 

system and that you have Macro security set 
to low.  Then, browse out to c:\Program 
Files\FMDesktop\Facility Manager\Facility 
Manager 7.mdb  

2. Hold down the <shift> key the entire time 
(until the database is fully open within 
Access) and double click on the Facility 
Manager 7.mdb file.  

 

REPORTS ARE HERE 

APPLICATION DATABASE 
 

c:\Program Files\FMDesktop\Facility Manager 

 

 
MIDDLEWARE DATABASE  

(POINTER TO ORACLE OR SQL) 
 

Usually located on a network drive 

 
BACK END DATABASE  

(SQL or ORACLE) 
 

Located on Database Server 
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If you see the Application Database files as 
shown at right, you did this correctly.  If 
FMDesktop opens up with the Main Menu, you’ve 
done this incorrectly. 

 

3. Switch to the Reports  tab and highlight the 
Categories  report. 

 

4. Select the Design  icon to view the design of 
the report.  

The report will appear similar to that shown at 
right. 
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Note: 

Access reports are quite robust and can be 
generated in a myriad of ways to accomplish a 
tremendous amount of reporting.  However, 
this class session does not offer enough time 
to get into that level of detail.   

To become more familiar with Microsoft 
Access, find a good book on Queries and 
Reporting.  The market is flooded with them. 

 

 

5. Double click  on the upper left corner of the 
Report Design to get the details of the 
report. 

 

The report details will appear. 
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The Record Source  displays the query that is 
being utilized for this report.  The query is the 
item that returns the desired records and has the 
input fields as required by the application. 

 

6. To view the Query Details  and Design , 
click on the ellipsis next to the query. 

 

The Query Design  will show the tables, fields, 
criteria, and output design.  This data is then 
populated in the report. 

 

 

Modifying a Report 
One question that I’m often asked is if there is a way to include a larger logo on a report.  Perhaps my 
logo is 100 pixels x 30 pixels and I want that to display on certain reports.  To do this, you do need to 
reformat the heading of the reports. 

Note: 

You may receive a warning about breaking the signed  version.  
FMDesktop, as it stands from Autodesk, is a signed application.  If 
you modify the application, you do so at your own r isk. 
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The heading used in many of the reports is what 
is called a subform .  A subform  is a report that 
is embedded within another report.  This is often 
the case with Headers  and Footers  to maintain 
consistency. 

1. The subform  report that we will modify is 
the Site Heading  report.  Open this report in 
Design View . 

 

2. Holding the <shift>  key down, select the 
Logo  Name text box and the Site text box. 

 

3. Drag those text boxes further to the right to 
make more room for a larger logo image. 

 

4. Drag the edge of the Image so as to expand 
it enough to accommodate a larger image. 

 

5. Close  the design of the Site Header . 

 

6. Select Yes when prompted to save those 
changes. 

 
 

7. Close out of the application database and 
reopen Facility  Manager  as normal. 

 

8. Go to the Organization  icon on the 
Facilities  tab.  
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9. Go to the Logo  tab. 

 

10. Select Get Image  and choose the larger 
image file.  In this case, we browse for the 
100 x 30 pixel image. 

 

The image should now appear in the Preview  
box. 

 

11. Close out of the Organization  dialog box.  

12. Go to the Actions  tab and choose Facility  
Reports .  

13. Run one of the reports that has a typical 
heading.  In this case, we are running the 
Departments  (formerly called Cost Centers 
until we gave a new Alias of Department) 
report. 
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The preview will display with the modified header 
and new logo. 

 

 

Adding a Report into Facility Manager 
1. In the Facility Reports  dialog box, select 

the Add  icon. 

 

2. In the Add Reports  dialog box, select the 
Select Report  drop down list.  This list is 
reading all of the reports available in the 
c:\Program Files\FMDesktop\Facility 
Manager\Facility Manager 7.mdb  file. 

3. Choose the Categories  report. 
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4. In the Select Group  drop down list, select 
Other . 

 

5. In the Description , type in “This report 
lists all categories ” 

 

6. Click on the Filters  tab. 

 

7. Choose a Filter Type  of Work Request  and 
a Filter of Category  and then select OK. 

 

The report will now be added back into the 
system. 

 

 

 

The same procedure can be utilized for fully customized reports.  You can add them to the system by 
building them in the Facility Manager 7.mdb database (queries and reports) and then adding them to the 
front end drop down lists in the same manner. 
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Custom Report Generation 
If you generate a custom report, you will 
need to ensure that the report uses the 
correct code to turn off the “loading report” 
status items. 

1. To do this, first, select the upper left 
corner  of the report, right click  and 
choose Properties . 

 

 

2. Click on the All  tab. 
 

3. Scroll down to the On Open  event. 
 

4. Click on the ellipsis  next to that event.  

5. Select the …  

6. In the code, enter the following: 

On Error Resume Next 

FMD_Reports.fun_closeWaitForm 

The first line above will ensure that if there 
is an error on loading the form that the 
report will still attempt to load instead of 
freezing your system.   

The second line ensures that the status bar 
for waiting for a report to display is turned 
off.  Without this line, your report will load in 
the background, but you won’t be able to 
get to it because of the loading message. 

 
 

 

 

7. Close out of the code, the properties 
box, and save the report and close out. 

 

8. You can now add the report as 
mentioned previously. 

 

 


